


2 

•

•

•

•

•

•

•

•



3 

•

•

•

•



4 

•

•

•

•

•

•

•

•



5 

Reduced FTEs  

by 33% in both 

Purchasing & 

A/P 
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VIOLATION CONSEQUENCE 

FRAUD 
1st Offense: Card revocation. Recovery of amount of non-approved 
purchases from employee. Discipline in accordance with NPS 
policies, including unpaid suspension and/or termination. 

TRANSACTION SPLITTING/UNAUTHORIZED EXCEPTION 

1st Offense: 60 day card suspension; mandatory re-training; card 
STL reduced for 6 months.  
2nd Offense: 120 day card suspension; mandatory re-training for 
cardholder and approver; card STL reduced for 12 months.  
3rd Offense: Revocation of card(s) and approval rights.  
4th Offense: Discipline in accordance with NPS policies, including 
unpaid suspension and/or termination.  

MISUSE/PERSONAL CHARGES 

1st Offense: Cardholder obtains credit from merchant or makes 
immediate payment to NPS by personal check/money order.  
2nd Offense: 90 day card suspension; mandatory re-training; 
cardholder obtains credit from merchant or makes immediate 
payment to NPS by personal check/money order.  
3rd Offense: Card revocation.  

INADEQUATE DOCUMENTATION 

1st Offense:; Discussion with employee; follow-up audit in 60 days  
2nd Offense: 30 day card suspension; mandatory re-training; 
follow-up audit in 60 days 
3rd Offense: 90 day card suspension; mandatory re-training for 
cardholder and approver 
 4th Offense: Card revocation.  

DELINQUENT ACCOUNT 

1st Suspension: Card suspended until transactions have been 
submitted AND approved by Manager/Reviewer/Approver.  
2nd Suspension : Mandatory re-training required before card is 
reinstated. 
3rd Suspension: Cardholder/Proxy AND Manager must attend re-
training.  
4th Suspension: Revocation of card(s) and approval rights.  

SALES TAX 
1st Offense: When cumulative tax per vendor exceeds $5, 
cardholder obtains credit from supplier or documents attempt to 
obtain credit; otherwise reimburses NPS for sales tax.  
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